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Lesson 1: Understanding Deposits

CARDINAL

Introduction

Welcome
Welcome to Cardinal Training!

This training provides employees with the skills and information necessary to use Cardinal. It is not intended to replace
existing Commonwealth and/or agency policies.

By now, you have completed all prerequisite courses for this course and discovered the different functional areas and
modules included in Cardinal. In this course, we will walk you through the deposits processes in Cardinal.




Lesson 1: Understanding Deposits

CARDINAL

Introduction

Introduction Cardinal Functional Areas Modules

In the Cardinal Overview, you learned that the Accounts v

Receivable functional area of Cardinal is composed of Acoount Recaivalier’)

three modules: Billing
Customers

Customers : Accounts

The Customers module stores customer and contact ‘ Receivable

information for use in Billing, Accounts Receivable, and e
other modules.

-2
Billing " "|CARDINAL| ™
The Billing module involves creating invoices, reviewing

and validating invoices, and managing billing and

distribution cycles.

Accounts Receivable

The Accounts Receivable module automates item
processing to ensure timely and accurate payment for
goods and services.
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Course Objectives

After completing this course, you will be able to:

Define basic deposits terms

List the different types of payments that can be entered into Cardinal

Explain how maintaining deposits fits into the end-to-end process for Cardinal

Explain how vendor processing integrates with Accounts Receivable

Explain how deposits interfaces with other systems outside of Cardinal

List the roles involved in the deposits process and describe tasks that each role performs
Describe key reports and queries

Assessment questions at the end of each topic and/or lesson will check for your understanding.
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Agenda
Today, we will cover the following lessons:

« Lesson 1: Understanding Deposits

* Lesson 2: Entering a Payment

» Lesson 3: Processing a Payment

» Lesson 4: Finalizing a Deposit

» Lesson 5: Deposits Reports, Queries, and Online Inquiries
» Lesson 6: Deposits Hands-On Practice
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Lesson Topics

In this lesson, you will learn about the following topics:
Key Terms
Key Concepts
Process and Roles
Integration and Interfaces
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Topic 1: Key Terms

Key Terms
» Deposits: Payments that are being processed. A //’—\
payment can be applied to multiple items for a ,,-'/ \\
single customer or to multiple items for different / \
customers. i A

« Payment: Funds from a customer that are applied
towards an open item. A Payment and Direct
Journal can be applied to multiple items for a
single customer or multiple items for different
customers.

« Electronic payment: Payments from EDI
transmissions and EFT payment files that are
routed to the treasury.

« Direct journal payments: Payments that do not
correspond to open items. Cardinal refers to these
payments as directly journaled entry payments
and treats them as miscellaneous cash receipts.
These receipts are not associated with a customer
and are not applied to any item.
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Topic 1: Key Terms

Key Terms (Continued)

« Payment Status: Code that identifies a payment’s //’\

status as it is processed. The status depends on \
the payment entry method that was used and the ’/' \
way in which the payment was last processed. : \
Possible payment status codes include PND /

(Pending), RDY (Ready) and INV (Invoiced). ‘ '

« Payment Predictor: The process that matches
payments to open items and creates payment
worksheets

*  Worksheet: Tool that provides a way to apply a
payment to items in Cardinal. If a payment does
not match an open item 100%, a worksheet is
created in order to apply the payment.
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Topic 1: Key Terms

Key Terms (Continued)

» Deposit ID: The unique key reference for deposits o
in Cardinal. This number is associated with one \
deposit and can be used as a lookup to view / \
details of a deposit, including control totals and i \
status. | ‘

* Deposit Certificate Number: This number is
manually entered into the Custom Deposit
Process page by a manager and is the number
associated with a group of deposit IDs generated
in Cardinal. This number is then interfaced to
DOA and sent to the Treasury.

« Budget Check: The process of checking
transactions against budget ledgers to see if they
pass, fail, or pass with a warning.

* Deposit Type: Value that represents the method
of payment (i.e. cash, check, etc.). Deposit Types
must be set up when entering a deposit online.
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Topic 2: Key Concepts

Key Concepts

Some key concepts in creating and maintaining deposits include:

The payment predictor process can be used to create and save a worksheet. If a payment cannot be matched using
payment predictor, a manual payment worksheet is used.

Worksheets only need to be created for payments that cannot be matched by payment predictor.

The deposit certificate process batches and records deposit certificate numbers in Cardinal. Cardinal sends deposit
information to CARS.

The deposit certificate process does not allow deposits to be posted in CARS before being posted in Cardinal. The
approval process posts payments and sends deposits to CARS via interface.

The person designated to approve deposits completes the deposit certificate page in Cardinal and sends the
payments/deposits to post.
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Topic 3: Process and Roles

Deposits Process

The Deposits business process involves entering payment information received by multiple sources, processing payments,
finalizing a deposit, and posting and reconciling a payment. Deposit information can be entered manually online.

Creates AR

Create [term or Mon- Create lterm E;iﬁ::ﬁ t
Deposits Payment Predictor

Enter Deposit
Certificate #'s
andtiethem
to Deposits

Create
accounting
entry and

mark complete

Create and

Save
Worksheet

Post
Fayment/ Approve
Budget Deposits
=i Check

[ p|GeneralLedger—  CARS
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Roles
vabl This role has access to perform all Accounts Receivable and Billing functions. In
ACC(?U”I;T Accc_)untls Receivable 5 qgition, this role has access to:
Receivable Fiscal Manager - Make adjustments and corrections
This is the basic Accounts Receivable role. This role has access to:
Accounts Accounts Receivable | * Review item information
Receivable Specialist * Perform item maintenance (adjust and transfer)
» Update customer information
ACCOUNS Accounts Receivable Th|§ .role ha}s access to everythl.ng the Accounts Receivable Specialist role has. In
: : addition, this role has access to:
Receivable Supervisor .
* Approve adjustments
This role has access to everything the Funds Receipts Processor role has. In
: addition, this role has access to:
Accounts Funds Receipts .
Receivable Manager ° IR PEyMET [Pealeioy o . - :
» Group and approve deposits with a custom deposit certificate transaction to
CARS
This role has access to:
Accounts Funds Receipts :Enttlar paymenis ‘;’md depto Sits 's it . ksheet
Receivable Processor pply payments to a customer’s items using a workshee
* Enter directly journaled payments
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Topic 4: Integration and Interfaces

Integration and Interfaces with Billing and Accounts Receivable

Accounts Receivable shares deposit information through its integration with General Ledger and interfaces with external
systems as well.

Fayroll Project Accounting
v Y v |
>
o ™
r— _ Time and Labor | Project Costing |-—| E::::::sl =T Billing
Managerment ]
F 3 F 3
A nts |P bile
ccou aya ‘.+ ¥
Human
Fesources N _
P Expenszes General Ledger [+ ’__:;“_:';::;TE
Time and Attendance
F Y
Accounts Receivable
Accounts
Payable
L)

Strategic .
o |—t eFrocurement f—w Purchasing

Procurement
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Fayroll ﬁ Project Accounting
Yy v |
P
) B . ; Customer -
Pr— Time and Labaor p| Project Costing g —| —— PR Billing
Management I
'y
Accounts |Payable
vy v
Human L
Fesources . . )
= Expenses P General Ledger M Fi;:;:;-?:;?e
Time and Atte ndance
Fy
Accounts Receivable
Accounts
Payable
Fy

I v

Strategic
Sourcing

lf}— =Frocurement —e| Purchasing

Procurement
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Topic 4: Integration and Interfaces

Interface with CARS

Entering funds receipts and applying payments in Cardinal interfaces with CARS to send an electronic receipt of information
about funds for recording reimbursements and reducing receivables.

-— - -
-
revenue Management . CARS
Systom CARDINAL
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Topic 4: Integration and Interfaces

Interface with Integrated Revenue Management System
The Department of Taxation will return funds receipt information about individual debts referred to the Debt Setoff process.

-~ - -
—
wevenue Management .
System CARDINAL
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Lesson Checkpoint

Lesson Checkpoint

Now is your opportunity to check your understanding of the course material.
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Lesson Checkpoint

Lesson Checkpoint
Now is your opportunity to check your understanding of the course material.

1pt 1pt 1pt

2pts 2pts 2pts

3pts 3pts 3pts
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Lesson Summary

Lesson Summary

In this lesson, you learned :
» Torecognize key terms in the deposits process and explain their meaning
» The key concepts in the deposits process
* The ways that the deposits process integrates with other modules in Cardinal and interfaces with external systems
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Introduction

Lesson Objectives

After completing this lesson, you will be able to:
» Describe the process for receiving payments
» Enter different types of payments into Cardinal
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Introduction

Lesson Topics

In this lesson, you will learn about the following topics:
* Receive Payments
» Receive Payments for Direct Journal
* Enter Payments
» Enter a Direct Journal Payment
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Topic 1: Entering a Payment

Entering a Payment

The receipt of payments initiates the creation of a deposit in Cardinal. Various forms of payment such as cash, checks,
third party receipts, and electronic funds transfers may be received. A separate deposit is created for each method of
payment. This aids Treasury in reconciliation with the bank.
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Topic 1: Entering a Payment

E t |t P t Favorites  Main Menu > Accounts Receivable > Payments > Online Payments > Regular Deposit
nter an Item Paymen
Users may enter identifying information for payments . :w:t o o o
related to receivable items. Item IDs or Customer IDs are —
entered to aid application of payments against the I‘B‘kc'dﬂ pate == E | - S o1&
appropriate receivable balances. The more information Bk Account RO @, 2220200022022 R
you can provide on this page, the easier it will be to work | "eresitree: ' - ooooon Exchange Rate =
with the payment worksheet. S P o | — —

Entered Total Amount: 1,000.00 Count: 1 “Entered: 07122011 [H
Payments may or may not correspond to an open AR - o comt o || Aot a
item. If the payment corresponds to an AR item, then Journalled Total Amount: 000 Count: 0| | User v_SUPER_AR
after information is entered into Cardinal, the Funds

[5) save | [Z] Motify |i* Refresh b Add | | 7] UpdateDisplay

Receipt Manager and Processor will create and save a
worksheet.

Use the Accounting Date field to enter the accounting
date for each payment and for all pending items created
from the payment. You can override the date on the
Regular Deposit - Payments page.

Cardinal validates the accounting date to make sure it
falls within the open period for the business unit and
transaction type as defined on the Open Period page for
the business unit.
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Favorites Main Menu > Accounts Receivable » Payments » Online Payments » Regular Deposit

Unit 50100 Deposit ID: 121 View Audit L ogs L
*Accounting Date: 071212011 E‘j Control Currency: UsD Qa

*Bank Code: 1100 @, 6303 Format Currency: USC

*Bank Account: TRO1 Q, 2222222222222 Rate Type: CRRNT

*Deposit Type: 1 @, 000001 Exchange Rate: 1.00000000| B
Control Total Amount: | 1,000.00) *Count: |71 *Received: IW )

Entered Total Amount: 1,000.00 Count: 1 *Entered: IWIEJ

Difference Amount: 0.00 Count: 0 Posted:

Posted Total Amount: 0.00 Count: 0 Assigned: |‘-I_SL.IF'ER_AR @,
Journalled Total Amount: 000 Count: 0 User V_SUPER_AR

=] save | |[=] Netify | |{* Refresh |

Ch Add | | 5] Update/isplay
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Topic 1: Entering a Payment

) Fa\'ovntes Mavaenu > AccountszeceNab\e > Pavrgants > Online P'avmants > Regular Deposit
Enter a Direct Journal Payment —
You may receive payments that do not correspond to une 50100 bepostim: 121 oate: omozon Baiance: Blances
open items (non-receivable payments), such as P
. ayment Seq: *Payment ID: 1 *Accounting Date: 071212011 LB
employee travel advance reimbursement. e T [zomeno | e
Rate Type: Exchange Rate:
[T Payment Predictor [¥] Journal Directly [T Range of References
Cardinal refers to these payments as directly journaled - Machments 0 MiewAui Logs
. . 0 )
paymer_lts becausel you can creatg accounting entries for | N e B
them without applying them to an item. Use the Payment | wocon P——
ID field to identify a payment. You can enter the check e e e oo
number or any other identifying number. subcustr: S s a
MICR ID: @, Link MICR
Detail References Add Conversation
. . . = [ ]
Cardinal treats these items as miscellaneous cash To Reterence .
receipts. These receipts are not associated with a & oo s e ==

customer and they are not applied to any item.
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Fa\rtlr'rtes MainvMenu »  Accounts Receivable > Payments > Online Payments » Regular Deposit

Unit: 50400 Deposit 1D 124 Date: 07H 212014 Balance: Balanced

Payment Information

Find | View Al First EI 401 DY Last

Payment Seq: *Payment ID: 1 *Accounting Date: 0711212011 [ [+][=]

Amount: 1,000.00 Currency: UsD
Rate Type: CRRNT Exchange Rate: | 00000000]

[[] Payment Predictor Journal Directly [[1 Range of References
Payment Method: Check - Attachments (0} View Audit Logs
Customer Information Find First |4 1ofi b Last
Customer ID: |UDUDUUUUD3 @, Business Unit: 50100 @, =
Remit From: 0000000003 Remit SetlD: 50100
Hame: Mark Javid
Corporate: 0oo0ooooo3 Corporate SetlD: 50100
SubCust: | @, SubCust2: @,
MICR ID: | @, Link MICR
Detail References Add Conversation

Reference Information

Customize | Find | View o0 | B | 3 prat B g orq O Last
Qual Code Reference To Reference Event

1| @, o001 @, @, ==
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Topic 1: Entering a Payment

Enter a Partial Payment or an Overpayment

Occasionally, a partial payment or an overpayment is
received and needs to be entered into Cardinal. The
initial steps for entering a partial payment or
overpayment are the same as those for entering a
regular payment.

In addition to the standard information for entering a
payment into Cardinal, you will need to create an On
Account (OA) line Type to store the excess funds on the
payment worksheet.

Favnvrrtes MalnvMenu » Accounts Receivable > Payments > Apply Payments » Create Worksheet

Payment Worksheet Application

Deposit Unit:
Entry Type:
Display:

N Detail2

View  Remit
Detail  Seq

B 1

B 2

B 3

B 4

B s

B s

B 7

B s

Add with Detail

Amount:
Selected:
Adjusted:

Worksheet Selection

50100  DepositID:

Pay An ltem

Detail 3

@

OIOOOooDoE @

¥ Rea

Detail 4 Detail 5

Pay Amt cur
1,000.00/ |USD
1,000.00) |USD
1,000.00 |USD
1,000.00/ |USD
1,000.00/ |USD
1,500.00) |USD
2,000.00/ |USD

15000 (USD

Revenue Distribution

1,000.00
0.00
0.00

121

Son:

All ltems - Go

5

Detail 8

Item ID

0004

001

002

004

007

008

009

010

‘Worksheet Application

Remaining:
Discount:
Write Off:

LO LO LO LO LO LO LO LO

Payment ID:

Payment Accounting Date:

1 Payment Sequence:

07/12/2011 Payment Currency:

Range:

Go

)8

usD

Go

£l

Customer Reason  Event Disc Disc Amt

Choice: SelectRange ofltems -
Sort All By: Itern -
ti‘: unit

@, 50100 @, | |0000000CE, @,

@, |[s0100 |@, |[oooooooc@, @

@, [s0100 @, | [oooooDOCE, @,

@, (50100 |@, | [0000000CE, @,

@, (50100 @, | [0000000CE, @,

@, |[s0100 |@, | [oooooooc@, @,

@, |[s0100 |@, |[oooooooc@, @

@, [s0100 |@, | [oooooDOCE, @,

Add Conversation

O;

;.o ;.o ;.o ;.o ;.O ;.o ;.o

View/Jpdate Conversations Le

Worksheet Action

1.000.00 Unearned:
0.00 Eamed:
0.00

Attachments (0

aQ O
e O
A O
Q@ O
aQ O
Q| O
@ | O
A O

View Audit Logs

tter of Credit 1D:

0.00
0.00

B | =
Bl | =]
Bl | (=]
=
& =
bl | =]
Bl | (=]
Bl | =]
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Enter a Pre-Payment and On-Account Payment

When a payment is received for an item that does not exist in Cardinal, you must create a Pre-Payment or On-Account
worksheet.

« If the payment is associated with a project, create a Pre-Payment. Payments associated with projects should not be
direct journaled. If the payment is not associated with a project, enter an On-Account payment.

* You can specify if the item is a Pre-Payment or On-Account in the Type column next to the Customer ID.

Favorites | Main Menu > Accuuntsﬁecei\rable > Pavm_ents > Apply Pa_vments » Create Worksheet

Payment Worksheet Application

Deposit Unit: 50100  DepositID: 121 Payment ID: 1 Payment Sequence: 4
Payment Accounting Date: 07/12/2011 Payment Currency: UsD
Entry Type: Pay An ltem - Reason: OJ Choice: Select Range of ltems - Range: Go
Display: Al ltems i = k] Sort All By: Item ~ [©o
B3 iy ED 0
) Detail 2 Detail 3 Detail 4 Detail 5 Detail 6

w
A

View Remit Item 3 = =
Detail Seq Pay Amt Cur Item ID Line Unit Customer Reason Event Disc Disc Amt

B B 1,000.00 USD [0004 @ 2 [so100 |@, | [oooooood@, Q a A | @ e
B 0 1,000.00/ USD [001 @[ @ ([s0100 |3, | [oooooooc@, @, Q @ | O | =
Boa [l 1,000.00 USD [002 @[ @ [sot00 @ | fooooooog@, & A A B B =
B 4 | 1,000.00 USD 004 @ @, 50100 @, | 000000003, @, @ @ | O ]| =]
Bs B 1,000.00 USD [007 @[ 1@ [so100 |@, | [oooooood@, @ @ @ | | Z)E
B 6 ] 1,500.00) USD [008 @, [ | (s0100 |@, ||ooooooocd, @, @, @ | @ Eed | =]
B |7 B 2,000.00 USD 008 @ @ [so100 @ | [oooooood@, @, Q, @ | 3 =l &
B s &) 150.00/ UsD [010 @ @ [s0100 @ | [ooooo00C@, @, @ @ | B ®l| =]
Add with Detail Revenue Distribution Add Conversation View/Update Conversations  Letter of Credit ID:

Amount: 1,000.00 Remaining: 1,000.00 Unearned: 0.00

Selected: 0.00 Discount: 0.00 Earned: 0.00

Adjusted: 0.00 Write Off: 0.00

Worksheet Selection Waorksheet Application Worksheet Action Aftachments (0)
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Favorites | Main Menu » Accounts Receivable : Payments > Apply Payments :» Create Worksheet
- H - - - -

Payment Worksheet Application

Deposit Unit: 50100  Deposit ID: 121 Payment ID: 1 Payment Sequence: 1
Payment Accounting Date: 071212011 Payment Currency: UsD
Item Action Row Selection
Entry Type: Pay An Itemn v  Reason: 2, || choice: Select Range of ltems - Range: - Go
ftem Display Control Row Sorting
Display: All ltems v |G| & Sort All By: Item - | Go
Customize | Find | View Al | BV | 3 Fist £ 18 of45 I st
Detail 2 || Detail3 | Detail4 || Detal5 |  Detaid
:;:M“ E::m Sel Pay Amt Cur Item 1D E:_Ir; Unit Customer Reason  Event Disc Disc Amt
B @ ] 1,000.00/ USD [oo04 @, [ @ |[so0100 @ | [0000000CS, | @, @, Q@ [ (=]
B |2 i 1,00000/ USD |[p01 @, [ @ (o100 |@, | [oooooood@, | Q@ @, @ | O B [=
B = 1,00000) USD |[002 @, [ @ [so100 @, | [oooooood@, | Q@ @, @ | O Bl |[=]
B 4 i 1,00000) USD |[004 @, [ @ [so100 @, |[oooooood@, | @, @ Q| O (=]
B s B ] 1,000.00 UsSD |[oo7 @, [ @ |[so100 @, | [oo00000C@, | @, @, @ | O ®l| =]
B & B ] 1,500.00 UsSD |[oos @, [ @ |[so100 @, | [0000000C@, | @, @, @ | @ ®l| =]
B 7 @ ] 2,000.00 USD |[009 @, [ @ |[so0100 @ | [0000000CS, | Q@ @, @ | O [®]| =]
B s i 150,00/ USD (010 @, [ @ (o100 |@, | [oooooood@, | Q@ @, @ | O B [=
| Add with Detail jRevenue Distribution Add Conversation View/Update Conversations  Letter of Credit ID:
Amount: 4,000.00 Remaining: 1,000.00 Unearned: 0.00
Selected: 0.00 Discount: 0.00 Earned: 0.00
Adjusted: 0.00 Write Off: 0.00

Worksheet Selection Worksheet Application Waorksheet Action Attachments (0) View Audit Logs
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Lesson Simulation

Entering a Payment

You are now about to view a simulation on entering a regular payment in Cardinal.
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Lesson Summary

Lesson Summary

In this lesson, you learned:

Users may enter identifying information for payments related to receivable items. Item IDs, or Customer IDs, are
entered to aid application of payments against the appropriate receivable balances.

How to enter different types of payments into Cardinal.

Payments may or may not correspond to an open AR item. If the payment corresponds to an AR item, then after
information is entered into Cardinal, the Funds Receipt Manager and Processor will create and save a worksheet.
Cardinal refers to these payments as directly journaled payments because you can create accounting entries for
them without applying them to an item.

When a payment is received for an item that does not exist in Cardinal, you must create a Pre-Payment or On-
Account worksheet.
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Introduction

Lesson Objectives

Upon completion of this lesson, you will be able to:
Describe the Payment Processing process
Process payments in Cardinal
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Introduction

Lesson Topics

In this lesson, you will learn about the following topics:
Processing a Payment
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Topic 1: Processing a Payment

Processing a Payment

Processing payments involves the processing and applying of payments received and recorded as part of the enter deposits
process.

The information included when entering a payment into Cardinal determines how a payment should be processed.
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Payment Matches AR Open Items
Payment entries with the Payment Predictor field (checkbox) selected are processed through the payment predictor batch
process.

Only payments that match AR items should go through the payment predictor. The payment predictor automatically
matches payments to open items.

Once a payment has been entered and saved, the payment predictor batch process in Cardinal creates and saves a

worksheet.
Create ltem Eargr?:eslit
Payment Predictor

Y
Yy
Create and
-+ Save
Worksheet

~

Creates AR
Item or Mon-

Create
Deposits

Enter Deposit
Certificate #'s
andtiethem
to Deposits

Create
accounting
entry and
mark complete

Post
Payment/ Approve
Budget Deposits
Check

General Ledger f= CARS

h 4
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Creates AR

Create ltermn or Mon- Create ltem E;i?ﬁ:ﬁt
Deposits AR ltemn Fayment Predictor

ayments?

Enter Deposit
Cerificate #'s
andtiethem
to Deposits

Create
accounting
entry and

mark complete

Create and
Save

Worksheet

Fost
Favment/ Approve
Budget Depaosits
Check

—. General Ledger f—m CARS
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Payment Does NOT Match AR Open ltems

If you are entering a payment and it does not match to an open item, the payment should be marked for Direct Journal
Payment.

After saving the payment entry, you need to add items by using the Create Accounting Entries page within Cardinal. You
then associate the entries with the regular deposit just entered.

Once marked as complete and saved, the payment will be correctly processed by Cardinal.

Fa\fovr'rtes MainvMenu » Accounts Receivable > Payments » Direct Journal Payments > Create Accounting Entries
- - -

)| Deposit Control

Unit: 50100 Deposit 1D: 109 Payment: CHKO00123 Seq: 1
Amount: 400.00 USD ¥ H
[C] complete Entry Event: @

Budget Status:
IEEEE ]

B Currency Details Budget || Journal Reference Information

Distribution

Strrerer *GL Unit Speed Type Line Amount Currency *Account Asset Fund Department FIPS Agency
1 150100 @ Speed Type uso @, @, @, @, @,
Il 1 r
Lines: 0 Total Debits: 0.000 Currency: Total Credits: 0.000 Currency: Net: 0.000

[F] save | [ Returnto Search | 1| PreviousinList 4| NextinList [Z] Motify i« Refresh

Accounting Entries | Deposit Control
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Favc;r'rtes Main_ﬂ-‘lenu > Accounts Receivable > Payments > Direct Journal Payments > Create Accounting Entries

Accounting Entries Depaosit Control

Unit: 50100 Deposit 1D: 108 Payment: CHKO00123 Seq: 1

Amount: 400.00 USD 7 H

[C] complete Entry Event: @,

Budget Status:

L Ea
Customize | Find | view 20 | B 3 Frat B g o4 0 Last

Currency Details Budget Journal Reference Information

gf:;:i::;tm *GL Unit Speed Type  Line Amount Currency *Account Asset Fund Department  FIP3 Agency
1 1/50100 O, speedType UsD | @, | @, | @, | @, | @ |
4 | i | S
Lines: 0 Total Debits: 0.000 Currency: Total Credits: 0.000 Currency: Het: 0.000

5] save | |G Returnto Search | [#=] PreviousinList = |+] MextinList |7 Motify | | Refresh

Accounting Entries | Deposit Caontrol
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Topic 1: Processing a Payment

Payment Received is a Partial Payment or an
Overpayment

If the payment received is a partial payment or an
overpayment, a payment worksheet must be manually
created using the Payment Worksheet Application in
order for the payment to be properly processed.

Once you search for the deposit that has the partial or
overpayment, you can select the items that need to be
adjusted by checking the box in the Sel column. To view
more detail on the item, you can select the icon in the
View Details column.

A payment worksheet allows you to apply payments to
one or more items. You create worksheets manually.

Deposit Unit:

Entry Type:

Display:

8| Detail2

View Remit

j seq
| Fél u

B |2
B |3
B |4
B |5
B s
B |7
B s

Add with Detail
Amount:

Selected:
Adjusted:

Worksheet Selection

50100

Pay An ltem

All ltems

Detail 3

2

OOoODooDoDm

Deposit ID:

~  Reasom: @

Detail 4
Pay Amt
166.00
2,400.00
200.00
-200.00
2,833.34
-130.00
510.00
340.00

Go

Detail 5
Cur
usp
usb
usD
uso
usD
usD
usp
usD

evenue Distribution

150.73

15073
0.00

CALOITEST

%

Detail 6

Item ID

010511 @
FED-000001 @,
ITEM COLLEC@,
ITEMMNZ @,
MISC000005 @
OA-20 Q@
TESTOO1 @
TEST_DUN @,

Remaining:
Discount:
Write Off:

Worksheet Application

Payment ID:

Payment Accounting Date:

Choice: Select Range of ltems -
Sort All By: ttem -
Iltem .
e Unit Customer  Type
@, [so100 '@, | |000000OCEY @
@, |[so100 @, | |o00000OCE, @,
@, [so100 @, | [oooooDOC@ @,
@, |so100 @, | |o000OOOCEY @
@, [s0100 @, | [ooo00DOCEY @,
@, [so100 @, | [ooooo0OC@, @
@, [so100 '@, | |000000OCEY @
@, [s0100 @, | [ooooo0OC@ @,
Add Conversation
0.00 Unearned:
0.00 Earned:
0.00

Worksheet Action

Ea\'ovntes MainvMenu > Accauntsgecer\'able B Pavmvents B AnpNPavvments » Create Worksheet

Payment Worksheet Application

CALO1TEST

Attachments (0)

Reason  Event

Payment Sequence:
01/10/2011 Payment Currency:

Range:

Go

B o

@ Q O
@ @ | @
@ aQ O
@ QO
@ QO
@, Q| O
@ Q O
@ aQ O
Letter of Credit ID:

View Audit Logs

UsD

£l

0.00
0.00

Go

Disc Disc Amt

B B H E
[ [0 07 0] 0 [ | [




Lesson 3: Processing a Payment

Favorites Main Menu > Accounts Receivable : Payments : Apply Payments : Create Worksheet

Payment Worksheet Application

Deposit Unit: 50100  Deposit ID: CALOMTEST Payment ID: CALOMTEST Payment Sequence: 1
Payment Accounting Date: 01/10/2011 Payment Currency: uUsD
Item Action slection
Entry Type: Fay An ltem *  Reason: @, || Choice: Select Range of ltems - Range: - Go
Item Display Control Row Sorting
Display: All ltems - | Go & Sort All By: Item - | Go
Customize | Find | View Al | B | # First B 13 or9 O Last
Detail2 || Detal3 || Detail4 | Detai5 || Detai&
View Remit Itemn 5 . .
Detail Seq Sel Pay Amt Cur Item 1D Line Unit Customer Type Reason Event Disc Disc Amt
B | |1 m || 166.00| |USD (010511 @, |@, |[s0100 |@, [0o0000OC, | @ | @ @ O ] | [=]
B 2 (. 2,400.00/ UsSD |[FED-000001 @, [ @, |[s0100 |@,  [ooo0000C@ | @ | @ Q| O EE
B 3 = 200.00/ USD |[ITEM COLLEC@, | @, |[s0100 |@,  [o000000C@, | @ | & @Q | O [l |[=]
B 4 (. 200.00/ |UsD ([TEMMNZ @[ @, |[50100 |@, | [0000000CE, | @ | |& @ O & |[=]
B s B 283334 USD [miscooooos (@, [ @, (50100 [@  [0000000C@, | @ | e @ | O ]| [=]
B 6 . -130.00/ USD |[0A20 @, [ @ |[50100 @ | [ooo0000C@, || @ | @& @ O B | [=]
B 7 B 510000 USD ([TESToo1 (@ @ |([s0100 /@,  [o000000CS, | @ | & @ | @ B | [=]
B s m o 34000 (USD [TESTDUN @[ '@ (50100 |@,  [oo0000OCE, | @ | @ QO ]| [=]
| Add with Detail :Revenue Distribution Add Conversation Letter of Credit ID:
Amount: 150.73 Remaining: 0.00 Unearned: 0.00
Selected: 150.73 Discount: 0.00 Eamed: 0.00
Adjusted: 0.00 Write Off: 0.00

Waorksheet Selection Worksheet Application Waorksheet Action Aftachments (0} View Audit | ogs
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Topic 1: Processing a Payment

) i i Favorites | Main Menu | &[> Accuuntsﬁecewab\e > Recel\'ablesl‘_damtenaﬂce > Ma\nteﬂancev\i‘:’urksheet » Create Worksheet
Payment Received is a Partial Payment or an R —
Overpayment (Continued) -
K K . L. Unit: 50100 Worksheet ID: NEXT
Upon creation, they will be tied to the original regular e — P
payment entry and picked up during processing. Customer tems * [ewo ooooooua .| S w0 o, I
Hame: Mark Javid
emit SetiD: Remit From ID: 0000000003
. :mp:;t:zeﬂn: :Eizz Corporate 1D: 0000000003
For overpayments, you first create a payment worksheet, e Type S nccto Date: ST
and then issue the payee a refund using a Maintenance MR 10
Worksheet. You input the item reference information, “Reterence Crter —
which includes the Customer ID, Qual Code, and resntto T fpcose errence
0 ! ustomers - L % ﬂ ﬂ
Reference. You will also need to manually select USD i e ' A jooot -
. Exact Match -
for the currency. Once complete, you can build the suchor -
WorkSheet. Currency: )
usD @,
. . @ All ltems _) Deduction Items Only _) Items in Dispute Only
After bUlldlng the Worksheet, yOU SeleCt a Type and [l Exclude Deduction ltems [C] Exclude Collection Items [ Exclude Dispute ltems
Reason (i.e. Refund a Credit) for the overpayment item p—— e — .
. . cctg Date From: cctg Date To:
and Save. You then use the information found on Create AR Speciaist @ Deducton Reasor: & mokeri: o

Accounting Entries page to create the Accounts
Payable Voucher for the payee.
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Favorites | Main Menu é4.|> Accounts Receivable » Receivables Maintenance > Maintenance Worksheet » Create Worksheet

Waorksheet Selection ‘Worksheet Matches

Unit: 50100 Worksheet ID:
Customer Criteria
Find | View A1l First EI 1 of 1 I3 Last

Customer Reference

*Customer Criteria:
Customer ltems - [+ [=]
CustID: 0000000003 &, Business Unit: 50100 @
Hame: Mark Javid
Remit SetiD: 50100 Remit From ID: 0000000003
Corporate 1D: 0000000003

Corporate SetlD: 50100
Rate Type: CRRNT @, Acclg Date: 07A2/2011

MICR 1D | LeinkMIGR

Reference Criteria
Customize | Find | View 41 B | # st B g 014 T Last

*Reference Criteria: Item Reference

SpecificValue -
Qual Code Reference To Reference

*Restrict to:
All Customers @, o001 Q@ [+ [=]
*Match Rule:
Exact Match -
Anchor BU:

@,

Currency:

usD @,
Item Inclusion Options
s i () tems in Dispute Only

) Deduction Items Only

@ All tems
Exclude Collection ltems Exclude Dispute ltems

Exclude Deduction ltems
Item Selection Filter
El

Acctg Date From: EJ Acctg Date To:
AR Specialist: % Deduction Reason: Q@ Broker I1D: %
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Topic 1: Processing a Payment

Budget Check Payments

After a deposit entry has been added (matching AR items or non-matching AR items), it is budget checked, usually during
the nightly batch processing.

The budget checking process updates revenue buckets and creates commitment control budget lines for revenue related
entries.

If an expense account is used on the direct journal accounting lines, it will be reflected in the budget activity tables.

Expense accounts are not excluded from budget structures.
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CARDINAL

Lesson Simulation

Entering a Payment

You are now about to view a simulation on entering a regular payment in Cardinal.
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CARDINAL

Lesson Summary

Lesson Summary

In this lesson, you learned:

Processing payments involves the processing and applying of payments received and recorded as part of the enter
deposits process.

Only payments that match AR items should go through the payment predictor. The payment predictor automatically
matches payments to open items.

If you are entering a payment and it does not match to an open item, the payment should be marked for Direct
Journal Payment.

If the payment received is a partial payment or an overpayment, a payment worksheet must be manually created
using the Payment Worksheet Application in order for the payment to be properly processed.

After a deposit entry has been added (matching AR items or non-matching AR items), it is budget checked, usually
during nightly batch processing.
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Introduction

Lesson Objectives

After completing this lesson, you will be able to:
» Explain the process and steps involved with finalizing a deposit in Cardinal
« Explain how to post and reconcile a payment in Cardinal
» Explain the deposit certificate process
* Finalize a deposit
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Introduction

Lesson Topics

In this lesson, you will learn about the following topics:
Finalizing a Deposit
Post and Reconcile a Payment
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Topic 1: Finalizing a Deposit

Deposit Certificate Process
Once a deposit has been properly entered, Cardinal generates a report that lists the deposits and their status.

A nightly batch process validates deposits related to an approved deposit certificate for processing to GL.

A manager uses this report to calculate the control amounts and totals, and then enters the Deposit Certificate Number
and the deposits into the Approve Deposits page. This value should be the sum of the deposit amounts from the individual
deposits.

Cardinal ensures that the control amounts match the related totals. If the amounts do match, an approval button becomes
available and then a manager can complete the payments by “approving” the deposit certificate.
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Topic 1: Finalizing a Deposit

Finalizing a Deposit

Once a deposit has gone through the deposit certificate process and has been approved by a manager, Cardinal will

automatically set the worksheet that is created to Batch Standard status.

Favorites
-

Approve Deposits

*Deposit Unit:

*Control Total Amount:

*Entered on:

Deposit ID

1[10

[5] save | [[=] Motify

Deposit control Ticket Number

Main Menu > Accuuntsgeceh.rable » Payments > Apph,fPa'yments > Approve Deposit

50100 @,
1231
1,458.13 Control Count: 1
07/05/2011 5]
B 4 i
Deposit Amt
1458.13| [#] | [=]
Approve

=% Add || Update/Display
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Topic 2: Reconciling a Payment

Reconciling a Payment

The receivables update process updates the receivable item, item activity, and generates accounting entries. Once a group
of receivable items is posted, the receivable update process creates distribution lines for the items, using the accounting
template for the appropriate automatic entry template.

The process creates the items, generates accounting entries, updates item activity, and updates the customer balance.
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Lesson Simulation

Entering a Payment

You are now about to view a simulation on entering a regular payment in Cardinal.
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Lesson Summary

Lesson Summary

In this lesson, you learned :
* Once a deposit has been properly entered, Cardinal generates a report that lists the deposits and their status.
* A nightly batch process validates deposits related to an approved deposit certificate for processing to GL.
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Introduction

Lesson Objectives

After completing this lesson, you will be able to:
Describe the key Deposits reports and queries
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Introduction

Lesson Topics

In this lesson, you will learn about the following topics:
* Reports
* Queries
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Topic 1: Reports

Reports

Deposits reports and queries can be run at various intervals. There are numerous Deposits reports available. Three
frequently used reports include:

Deposit Summary
Payment Summary

Payment Detail
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Deposit Summary
This report lists detailed information for deposits.

You can navigate to this report through the following path:

Accounts Receivable > Payments > Reports > Deposit Control by Entry Date

PeopleSoft Receiwvables

Report ID: ARZ0001 DEPOSIT SUMMARY

Business Unit: E0100% For 01-MAY-Z2011 through 09-AUG-2011

Report Currency: Base Amount

Operator: ALL VALUES

Deposit Type: ALL VALUES

Bank Account: ALL VALUES

Post Status: ALL VALUES

Entry Date Unit Deposit ID Oper Bassn Oper Type Bank RAcct Bal Post Status Control Amount

05/04/2011 50100 156 JOHNDCOEER JTOHMDOEER 1100 TRO1 Yes Complete 5,897.50
157 IOHNDOEEBE JOHNDOEER 1100 TRO1 Yes Complete 0.00

Total For 50100 5,897.50

Total For 05/04/2011 5,897.50

Entered Amount

5,897.50
0.00
5,897.50

S, B97.50

Page Ho. 1
Run Date 08/05/2011
Fun Time 20:32:14

Journalled Amt
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Topic 1: Reports

Payment Summary
This report lists status for all payments within a deposit.

You can navigate to this report through the following path:

Accounts Receivable > Payments > Reports > Payment Summary

PeopleSoft Receiwvables

Report ID: AR20003 PAYMENT SUMMARY Page Ho. 1
Depogit BU: S0100% For 01-MAY-2011 through 09-AUG-2011 Run Date 08/09/2011
Report Currency: Base Amount Run Time 20:29:12
Deposit ID: ALL VALUES
OPRID: ALL VALUES
Post EStatus: All
Entry Dt Dep BUO Deposit ID QPRID Aasn OFRID Post Status Seq Acctg Dt Paymsnt ID Pymt Status Entered BEmount
05/04/2011 50100 156 TIOENDOEER  JOHNDOESE ) Complete 1 05/04/2011  CHES5 Complete 5,897.50 USD
TOTAL FOR 156 5,897.50 USD
157 Ve me |t e we ) Complete 1 05/04,/2011 GB1Z3 Journalled 1,914.00 USD
JORN DOE BR. JORN DOE BR. Complete 2 05/04/2011 GB456 Journalled 2,001.30 USD
TOTAL FOR 157 3,5915.30 USD
TOTAL FOR 50100 9,812.80 USD

TOTAL FOR 05/04/2011 9,812.80 USD
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Payment Detail

This report provides a list of detailed information for all payments within a deposit, such as the payment status and entered
amount. The payment details are unavailable if the posting status is unavailable.

You can navigate to this report through the following path:

Accounts Receivable > Payments > Reports > Payment Detail
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Peoplasoft Receivablas
FAYMENT DETAIL
For D0%-ADZ-1200 through 09-ADG-Z011

Paga Mo. 13
Run Data 08/

Report ID: ARZO0OO0Z
Daposit BU:

E@port Currancy:

SOL00%
Basa Amount

Deposit ID: ALL ¥

OFRID:
Fost Etatus:

Seq Acctg Dt

FOE 50100

OTALE FOR 0OL/Z5/2011

Entry Data: 0L/Z6/Z011
Deposit: S0100 4B
1 0L/26/2011 AL

FOE 4B

Deposit: S0100 49

1 0Lf26/Z011

OTALE FOR 439

Deposit: S0100 51

0126/ 2011

2 0Lf26/Z011 B2

TETIOE

100,000 .00

102,91&6.26

102,916.26 TED

Oparator:

Cparator: V_AR_FUND:

330.00 UED U
440.00 UED C

Etatw

_RECEIPTE_MAMACER

Customar

John

Rugust Cus

June

B

Cusk:

oool
ooz

ooog

try Typa/Raasca

Faymant
Paymant

Faymant

Poot

YEE

Panding Item Amount

=100, 00000 TUED

=100, 00000 TUED

—340.

=)
=]

o=En
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Topic 2: Queries

Deposits Queries

RARO04 Deposits Not Posted To GL: This query shows a listing of all item and direct journal deposits that were not posted
to GL. This process can be used to audit the DC custom process to ensure all deposits were posted to GL. The query will
accept user inputs of Business Unit, Bank Code, and date range.

You can navigate to this report through the following path:

Reporting Tools > Query > Query Manager

Deposits Not Posted to GL
Deposit Unit_ |[Deposit ID ||-Deposit Type |[Accounting Date |[Payment Sequence ||-Payment Amount [Distribution Status [Yournal Directly ||-User D |[Deposit Control Ticket Number
0100 104 1 3201 1 E7000.000 G H JOHM.DOE WYE
Eayn] "os g 3zom 1 2500000 G M JOHM OO "os
=] "06 ! Jrzom 1 2200000 G M JOHM OO OATI0402
[Eoi00 "1 ! FZzon 1 733800 M Y JOHM OO OCOPAdY
50100 13 1 FH2dizon 1 525.000 G M JOHM.DDE DCHUMOS
] P2z ! F2gizom 1 152,330 N v JOHM.OOE P2z
Eayn] "23 g 2z 1 500,000 M ¥ JOHM OO "23
[Eoi00 "6 ! LR 1 125.000 G M JOHM OO PRESIRTS
50100 "i56 ! SMZ0T 1 5837.500 G M JOHM.OCE GEESIE
] hs7 ! SiizZ0N 1 1314.000 N v JOHM.OOE GB733
Eayn] et g Sz 2 2001300 N ¥ JOHM OO GB733
[E000 "E1 ! SHzizom 1 733300 M ¥ JOHM OO OCOZPANY
50100 Fig ! &ITiZON 1 100000.000 G M JOHM.DOE 0ZPADSOS
] "e6 ! Gdizom 1 12000.000 G M JOHM.OOE FANSOEA
Eayn] "e3 g 720N 1 000,000 G M JOHM OO "o70206
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Lesson Summary

Lesson Summary

In this lesson, you learned how to:
Describe the key Deposits reports and queries
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Course Summary

Simulation

You can now run the UPK simulations you have viewed in this course. This simulation will go back to every topic you have
explored so far. You have 20 minutes to run the simulation.

Following this simulation, please refer to your Activity Guide to complete all the required exercises in Creating and
Maintaining Deposits. You are encouraged to note all your questions and ask them to the instructor after completing all the
exercises.

Open the UPK file on the Desktop to begin the simulation.
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Course Summary

Course Summary
In this course, you learned how to:
» Define basic deposits terms
» List the different types of payments that can be entered into Cardinal
« Explain how maintaining deposits fits into the end-to-end process for Cardinal
« Explain how vendor processing integrates with Accounts Receivable
» Explain how deposits interfaces with other systems outside of Cardinal
« List the roles involved in the deposits process and describe tasks that each role performs
» Describe key reports and queries
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Course Evaluation

Course Completed

Congratulations! You have completed the AR326: Creating and Maintaining Deposits course. Please use the evaluation link
to assess this course.




